
       

JOB ANNOUNCEMENT

POSITION TITLE: Deputy Court Clerk/Probation Secretary
LOCATION: Fifth District Juvenile Court Probation Unit - St. George
STEP RANGE/SALARY: 28 - 40  /$9.69 - $13.42/hour (depends upon experience)
TYPE OF POSITION: Full-time position with benefits contingent
CLOSING DATE: December 4, 2003, at 5:00 p.m.

DIRECT APPLICATIONS TO:
Department of Workforce Services
162 N 400 E
Building B
St. George, UT 84770
(435) 674-5627 (phone)
(435) 986-3595 (fax)

DUTIES:  Under general supervision from a Probation Supervisor, performs a variety of routine and complex
clerical duties for a probation unit. Typical duties include, but are not limited to, the following:

! Provides clerical support for probation officers, types correspondence, disposition reports, social
summaries, schedules appointments for probation officers, and maintains filing system.

! Acts as receptionist by greeting and directing visitors, answers telephones, takes and relays messages,
and answers routine questions from the public.

! Prepares files on new cases, insures all documents are included in file, updates files as necessary, and
maintains list of current probationers.

! May perform a variety of other duties such as maintaining a calendar of court hearing and
appointments for probation officers, serving on district committees, taking minutes of meetings, and
assisting with activities.

! Performs related duties as assigned.

MINIMUM QUALIFICATIONS:  Graduation from high school or GED plus any combination of higher
education and/or three years clerical/customer service experience in an office setting. Knowledge of office
procedures, basic bookkeeping, grammar and spelling, keyboarding at 40 wpm and word processing skills
are also required.   Applicants must submit verification of typing speed at 40 wpm  from Dept. of Workforce
Services. A resume is required with the application.

APPLICATION INFORMATION:  Applications may be obtained from the Dept of Workforce Services,
5th District Juvenile Court, the Administrative Office of the Court 450 S State SLC or online at
www.utcourts.gov/admin/jobs.  Phone: (801) 578-3890 or 578-3804.

The Utah State Courts is an Equal Opportunity Employer.  The courts comply with all state and federal laws prohibiting unlawful discrimination,
and provide reasonable accommodation to disabled individuals as required by the ADA.


